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Ground Rules

Be on time

Turn off your cell
phones when in class

Participate actively in
class; refrain from
email and internet use

Sign the attendance
sheet

Take breaks as needed

Feel free to ask
guestions
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Introductions:
* Name
 Agency

Job Title

Goals for Class
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Course Introduction

» Course Objectives
> Roles and Responsibilities
» Activities
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Course Objectives
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After completing this course, the user will be able to:

* Upload a Voucher within PeopleSoft.
* Delete Vouchers in bulk within PeopleSoft.

* Create a Reversal Voucher to correct errors.

* Enter an Adjustment Voucher as needed.

* Post a Voucher within PeopleSoft.

* Unpost a Voucher in order to make appropriate adjustments.

\ * Close a Voucher at the end of the Voucher process.
* Describe the Accounts Payable Workflow in PeopleSoft.



Roles and Responsibilities

F.”’
Agency Accounts The Agency AP Processor will be responsible for entering, researching,

Payable (AP) Processor deleting, and correcting vouchers.

The Agency AP Maintainer will be responsible for any AP Supervisor tasks
and setting up and maintaining control groups, correcting vouchers and
managing matching. Will also be responsible for commitment control
activities.

Agency AP Maintainer

The Agency AP Supervisor will be responsible for understanding the task of
Agency AP Supervisor the AP Processor. This will include posting, un-posting for vouchers with a
payment method of check, and for releasing holds.

The Agency AP Approver will be responsible for approving vouchers
Agency AP Approver through workflow. Approval levels will be defined through role
configuration.

Agency Ad Hoc Responsible for approving vouchers that are assigned to them by the
Approver Agency Accounts Payable Approver.




Roles and Responsibilities

r-—u—w-’

i

m Responsibility

AP Reporter

Agency Payment
Requester

Viewers

Workflow
Administrator

State AP Maintainer

AP Reporters will be able to run AP transactional and vendor reports.

Create requests for payments outside of the purchasing/payables module
and to run them with minimum knowledge of the Payables product. Aimed
for end users on the field or with no Accounts Payable knowledge or
access.

The Viewer will be able to view voucher and payment information.

The AP Workflow Administrator will be responsible for reassigning AP
worklist items as needed.

The State Controller’s Office AP Maintainer will be responsible for posting
manual payments.




You will take part in three levels of group and
individual activities throughout this course:

* [nstructor Demonstrations

* Training Exercises

 Challenges

| I"—
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Vouchers Page

Favorites , ~ Main Menu -+ > Accounts Payable + » Accounts Payable Center

| ‘_ Welcome TrainUser09 Logged on PFNTRN Al | Search

Accounts Payable Center

[:4 Vouchers

Add, maintain, and approve vouchers.

Add/Update Maintain
Add and update vouchers. Review and correct voucher errors.

[iE] Regular Entry iE Voucher Build Error Detail

[E “oucher Search [ Consigned Item Errors

[iE Quick Invoice Entry i Document Tolerance Exceptions
[E Summary Invoice Entry iE Youcher Maintenance Search
[E] Complete Register Voucher [E Voucher Maintenance

[ Close Voucher iE Voucher Mass Maintenance

[E Delete \oucher & Zelective Payment Update

[E Update Open Item = Zelective Withholding Update
[iE UnPost Voucher

Home Wa

| Advanced Search

4

Approve

Approve vouchers.

[ Approve Voucher

[E Approval Framework - Vouchers
= Reguest Voucher Batch

= Mass VVoucher Approval
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FIN302: Advanced Voucher Processing

Advanced Voucher
Processing

» Objectives

» Key Terms

» Lesson One: Uploading Vouchers

» Lesson Two: Creating a Reversal Voucher

» Lesson Three: Enter an Adjustment Voucher
» Lesson Four: Posting a Voucher

» Lesson Five: Unposting a Voucher

» Lesson Six: Closing a Voucher

> Summary
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Module 1: Objectives

After completing this module, the user will be able to:

e Upload a Voucher within PeopleSoft.
* Delete Vouchers in bulk within PeopleSoft.
* Create a Reversal Voucher to correct errors.

* Enter an Adjustment Voucher as needed.
i * Post a Voucher within PeopleSoft.

_ * Unpost a Voucher in order to make appropriate adjustments.
* Close a Voucher at the end of the Voucher process.

AT T oS
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Module 1: Key Terms

Budget-Checking
Business Unit
Chartfields

. Combination Editing
Control group

Matched Voucher

14

The process of validating voucher amounts against the relevant
budget amount

An operational subset of an organization that enables planning of
operations based on the way the organization functions

Descriptors used to categorize transactions in the PeopleSoft
system

The process of checking to see if a voucher has an allowable
combination of Chartfields

A set of Vouchers that share similar processing rules

A Voucher that has been matched with appropriate documents
such as a purchase order receipt

‘
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Uploading Vouchers

Overview:

Requests for payments to individuals, employees, suppliers, agencies,
etc. are entered into PeopleSoft AP as vouchers. These vouchers are
then processed for payment. The AP business process begins by
recording a Supplier invoice as a voucher.

15 ~SIAR
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Uploading Vouchers

The goal of an effective voucher process is to:

* |dentify the payee and amount to be disbursed.

* Allocate the expense to the proper accounting ChartField
string.

* Document the authorization and due diligence processes to
ensure appropriate use of agency funds.
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Uploading Vouchers

Import and Build

Peoplesoft | PeopleSoft |
ifi
Start : 553::,53 e':az Recelve Inbound Load Inbound
P Voucher Data Voucher Data
Preparation Process

Pre Edily

ey

Peo;geSoft |
ect Edit Errors
via Bulld Errors Page
and Voucher Build
Error Detail Page
No
4
PeopleSoft |
Run Voucher Bulld |
Process
PeopleSoft |
Review Quick
Invoice and Correct
v Errors
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Uploading Vouchers

Import and Build (Cont.)

]

5 Are there Load
v Errors?

723

(7

[}

o

a

a o

<C ¥

- PeopleSoft |

o

)

Qo Edit Voucher(s)
<C

PeopleSoft |

View/Resolve Edit

T

udget Checkin,

Edit Errors? Yes:
No
¥
PeopleSoft |
Budget Check
Voucher
PeopieSoft |
A View/Resolve
o Budget Checking

Errors

Errors?

ves—1

|_PeopleSaoft [

Edit, Budget Check,
and Save voucher

Deleted

Voucher
Corrected or
Deleted?

PcoEcSoft |

Delete

Correct Voucheror |

1

18
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Uploading Vouchers

Import and Build (Cont.)

F

|_PeopleSoft |

Review Worklist and

Agency AP Approver 1 (AP Supervisor)

L

Approve

Take Action

| Peoplesoft |
Add Ad Hoc

approver|(s) par
business nesds

w

voucher?

Yes

¥
People5ott

Set Voucher Status
to Approved

Additional
approval
neaded?

Mo

PenEeSnr‘t
Set Voucher Status
to Denied and send
back to Agency AP
Processor

19

SIAR

PROJECT



Uploading Vouchers

Import and Build (Cont.)

20

AP Ad Hoc Approver

| Peoplesoft |
Feview Worklist and

Any ad hoo approver will follow the
same steps as illustrated here. Ad

hoc approvers can be added by the |

Agency AP Approver 1 or by an ad
hac approver,

Take Action

Peoplesoft |
Add Ad Hoc

approver(s) per
business needs

Approye
voucher?

Yes

v

Peopleboft

Set Voucher Status
to Approved

Additional
approval
needed?

Ma

Pe:relesnft |
oucher Status

to Denied and s2nd
back to Agency AP
Processor
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Uploading Vouchers

Import and Build:

* Vouchers are interfaced to PeopleSoft through a defined
process.

 The Agency uses the Excel Voucher Upload to format voucher
records and upload to PeopleSoft.

21 ~SIAR
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Uploading Vouchers

Creating Vouchers via Excel:

The ExcelUploadforVouchers.xIsm workbook is the PeopleSoft Spreadsheet
Voucher Import user interface. It is used to prepare and enter Vouchers and
then import them into the PeopleSoft database.

22 ~STAR
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Uploading Vouchers

Data Entry Worksheet: All the transaction data is entered in this worksheet.

Generate XML and Post ' [ Generate XML l|

r r

000 00 00 o00 o00 o00 o00 o00
Business Unit Invoice Number Invoice Date Vendor ID endor Location Add S Humber Origin Gross Invoice Amg
137000 STARCOM_Spreadshests 1 0 MAIN

STARCOM_Spreadsheets 2 MAIN

STAI

{COM_Spreadsheets 2 MAIN

Template | Data Sheet ® :

\
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Uploading Vouchers

Data Entry worksheet columns are color coded depending on the corresponding
voucher section.

Header Section Line Section Distribution Section |[Payment Section
Voucher 1 Line 1 Dist. 1 forline 1 Payment 1, Voucher 1
Line 2 Dist. 1 for line 2

Dist. 2 for line 2
Dist. 3 for line 2

Line 3 Dist. 1 forline 3
Dist. 2 for line 3
Vouhcer 2 Line 1 Dist. 1 forline 1 Payment 1, Voucher 2
Dist. 2 for line 1
Line 2 Dist. 1 for line 2

24 SIAR
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Uploading Vouchers

To create spreadsheet Vouchers:

1. Enter data into the Data workbook.

2. Generate XML and post the file from the spreadsheet Voucher options.
3. Enter avalid user ID and password.

rLi:'-g;in Iﬁ

ser ID ||

Password |

Cancel ‘

Once the XML file has been posted, the system validates the data. Users must
correct all noted errors immediately.

25 ~SIAR
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Learning Checkpoint

Use the training materials, job aids, and UPKs to
answer the questions below. The questions will gauge
your knowledge of the Uploading Voucher Process.

1. What are two ways to upload vouchers in bulk?
2. What is the purpose of the Data Worksheet in the
Spreadsheet Voucher Workbook?



Uploading Vouchers

Voucher Mass Maintenance page can be used to delete Vouchers in bulk.

Voucher Mass Maintenance

Step 1: Search for the vouchers on which you want to perform a maintenance operation by entering one or more
voucher field values. Click the Search button to view the vouchers that meet your search criteria.

Find First'4' 1 0f 1'% Last

[+][=]

Search Criteria

1 *Fiela Namd[Business Unit = 2 (Equal To)37000

* Single Value Range of Values

{Filter cmeri;hfﬂuchers to be Field Replaced  * | Chunk Size 300

“auchers that can be Unposted
Seareh | Vouchers to be Closed

Vouchers to be Deleted
“aouchers to be Field Replaced

o Refrash

27
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Uploading Vouchers

Search Results from Voucher Mass Maintenance Page

16w 37000 00000017 Regular Voucher  ACCENT LEA-001 M10 012012015 50.00 USD

17w 37000 00000018 Regular Voucher  ACCENT LEA-DD1 W11 01/202015 50.00 USD

18 | 37000  0OOODO19 RegularVoucher  ACCENT LEA-DD1 M12 01/202015 50.00 USD

19 |« (37000 00000020 Regular Voucher ACCENT LEA-0D1 M13 012012015 50.00/USD

20 | 37000 0OOOOO21 RegularVoucher  ACCENT LEA-DD1 M4 01/202015 50.00 USD

21« 37000  0O00OO0Z22 Regular Voucher  ACCENT LEA-0DY M15 012012015 50.00/USD S
selectAll [ Deselect Al

Field Replace Close UnPost 4
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Summary: Uploading Vouchers

Now that you have completed the Uploading Vouchers
lesson, you should be able to:
* Upload Vouchers into PeopleSoft to initiate Voucher
processing.
* Delete Vouchers in bulk within PeopleSoft.

PROJECT



Creating a Reversal Voucher

Overview:

Reversal vouchers enable users to do several things. Primarily,

reversal vouchers let them back out incorrect vouchers and start
over.

30 —
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Creating a Reversal Voucher

Voucher Page

Voucher
Reversal vouchers will allow
Eind an Existing Value Keyword Search Add a New Value
users to:
* Restore encumbrance for — a
actuals and budgets 5| (eucher ID:] NEXT
. Voucher Style: Reversal Voucher v
* Reopen associated Supplier Name: a
purchase orders to reduce short Supplier Name: Q
th h d ) Supplier ID: @
€ purC ds€ Oraers Supplier Location: QJ
matched qua nt|ty or Address Sequence Number: 0@,
Invoice Number:
amount Invoice Date: E‘j
3 Add

31 SIAR
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Creating a Reversal Voucher

Invoice Information Page

| New Window |
Invoice Information || Fayments | Voucher Attributes

Business Unit 37000 4 Invoice Total Comments(0)

Voucher ID NEXT Accounting Date 03/17/2015 et Line Total 0.00 Attachments (0)
Voucher Style Reversal Voucher 8 ( *Pay Termspan @, B schd2aDays scurrency [ USD Advanced Supplier Search
5 El Basis Date Type Inv Date Miscellaneous | Supplier Hierarchy
Invoice Received el Freightl @ Supplier 360
ATAT
suppier ID 0000000015 @, Control Group Q, Total 0.00
p Difference 0.00
ShortName AT&T-00 @ Incomplete Voucher
Location MAIN @,
*Address 1 @,
Save Save For Later Action v Run Calculate Print

Copy From Source Document

6 Voucher ID @, Reverse Voucher 7 Copy to Voucher

=] Notify || &3 Refresh E: Add || 5 UpdateiDisplay

Invoice Information | Payments | Vaucher Attributas

32 SIAR
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Training Exercise: Creating a Reversal Voucher

This Training Exercise will review how to create a
Reversal Voucher. Refer to the separate data
worksheet for all necessary data.

33 ~SIAR
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Training Exercise: Debrief

1. What was the purpose of using this particular
voucher style?

2. What kinds of other actions can be performed with
a Reversal Voucher?

34 ~SIAR
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Summary: Creating a Reversal Voucher

Now that you have completed the Creating a Reversal
Voucher lesson, you should be able to:
* Create a Reversal Voucher to back out incorrect
Vouchers.




Enter an Adjustment Voucher

Overview:

Adjustment vouchers are similar to reversal vouchers in many
aspects. However, adjustment vouchers have broader
functionality. To reiterate some points covered in a previous
lesson, reversal vouchers are credit vouchers designed to correct
only a single voucher. Adjustment vouchers do not have such
restrictions.

36 \—SIAR



Enter an Adjustment Voucher

Doetg————————%| [t Vinsthur h:n:::‘ —H:- (1" :I
' ™y
e e T
i i . R Fgan] | mﬁ
Maintain Vouchers: :1:‘ S e
Making adjustments is Pt
one of many maintenance it e Ll
actions that can be MHJ h:fm —
gt — d
performed on vouchers. e -

Others examples are
deletion, unposting and
closure.

Agency AP Protessor
& m

R R

MM%

Lo ey M o el irvadee
v e WA B2

ey dek b ten T FLAp
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Enter an Adjustment Voucher

Voucher Processing Flow Chart

~F Paid ¥ Post Payment
Create voucher 1 Save b Match B Budget Check ¥ Approved |
Regular Voucher T Post Voucher
Single Payment Voucher

Journal Vouchers = cannot be used based on current set up
Adjustment voucher = used to adjust amounts on the voucher
Reversal Voucher- backing out a voucher (will unpast and unmatch automatically), These are always credit vouchers

Termplate Voucher
(specific to a single
BU and supplier
combination)

38 SIAR
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Enter an Adjustment Voucher

Voucher Page

On the Voucher page: -
Select the Add a New Value

tab. Enter an appropriate

Business Unit and Voucher ID
Select Adjustments in the

Voucher Style field.

Click Add.

Voucher

1
Find an Existing Value Keyword Search [ Add a New Value ]

Business Unit: g
3 Voucher ID: MEXT

Voucher Style:
Supplier Name:
Short Supplier Name: g

| Adjustments v

Supplier 1D: QJ
Supplier Location: QJ
Address Sequence Number: IZIQJ
Invoice Number:

Invoice Date: 1)

Add

Find an Existing Value | Keyword Search | Add a New Value

SIAR
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Enter an Adjustment Voucher

Invoice Information Page

| New Window |
Invoice Information || Fayments | Voucher Attributes
Business Unit 37000 Invoice No Invoice Total Comments(0)
Voucher ID NEXT Accounting Date 03/1722015 5 Line Total 0.00 Attachments (0)
Voucher Style Reversal Voucher *Pay Terms 230 @ 7 schd23Days scurrency [ USD Advanced Supplier Search
Invoice Date Eﬂ Basis Date Type Inv Date Miscellaneous | ﬁ Supplier Hierarchy
Invoice Received e Freight g Supplier360
AT&T
5 (supptier 0 pooooooots @, Control Group Q, Total 0.00
p Difference 0.00

ShortName AT&T-00 @, Incomplete Voucher
Location MAIN @,
*Address 1 @,

Save Save For Later Action v Run Calculate Print
Copy From Source Document
Voucher ID @, Reverse Voucher Copy to Voucher
Save Save For Later
=] Notify || &3 Refresh E: Add || 5 UpdateiDisplay
Invaice Information | Payments | Voucher Aftributes
-
40 ~SIAR
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Enter an Adjustment Voucher

Copy from a Source Document Group Box

Copy From Source Document
6 (Voucher ID @ 7 (_Copyto Voucher 8 (__copy From Worksheet )
Invoice Lines (2 Find | View Al  First' &/ 10f1 '} Last
Line 1 SpeedChart @ One Asset tE
*Distribute by | Amount v Ship To 000031AD08 @,
[tem Description
Quantity Related Voucher
UOM Packing Slip
Unit Price
Line Amount 0.00
Calculate
Distribution Lines Personalize|Find|\fiew.ixll|@|ﬁ First'd' 1 of 1 '/ Last
GLChart || Exchange Rate | Statistics
Line Merchandise Amt  Quantity *GL Unit Bud Ref Fund Appropriation Dept Account Program Bgﬁ; Product
+] [=] 1 0.00 37000 @, @ @ @ @, @ @ @ @
b
Save Save For Later
-
~SIAR
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Enter an Adjustment Voucher

Voucher Worksheet Page

Voucher Worksheet

Back to Invoice

Woucher Lookup Criteria

Business Unit 37000 Voucher ID NEXT
Supplier ID M ATET
Voucher ID 00000043 @, Invoice Number 12345
From Voucher Line @, To Voucher Line @,
Voucher Date Option| No Date + Voucher Date E

Additional Search Criteria

Max Rows to Search (_copy Selected Lines ] Reset
Return
Voucher Information Find | View All First'&' 1 of 1 &' Last
Unit 37000 Voucher 00000043 Invoice 12345 Date 03162015

Supplier 0000000015 AT&T

Unpaid 100.000 Reverse Qty/Amt
SelectAll [ DeselectAl
Select Voucher Lines Personalize | Find | View Al | &2 | 88 First' &' 10f 1'%/ Last
Select Line Blr::it PO Number ltem ID Description Quantity UOM  Unit Price Mercgmiilii Currency
000000000000000001 Test ltem 1 10.0000 BTL 10.00000 100.00 UsD

SelectAll [ DeselectAll

Gross Invoice Amount 100.000 Lines Entered

42 SIAR
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Enter an Adjustment Voucher

Invoice Total Subgroup

Invoice Total
Line Total 200.00
"Currency USD
Miscellangous ]
Freight ]
9 Total 100.00
Difference 100.00

43 ~SIAR
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Enter an Adjustment Voucher

Invoice Line and Distribution Line sub-groups

15

*

Invoice Lines (2

Line 1
10fDistribute by [pmount v
ltem 000000000000000 @,
Quantity 10.0000
UOM BTL Q,
Unit Price 10.00000

12(Lie Amount]

100.00
Calculate

Distribution Lines

GLChart | ExchangeRate | Sfafistics

Line 1 BMerchandise Amt | Quantity

100.00

[

Save ] Save For Later

Agsets

10.0000

14l o] Budref

SpeedChart @
Ship To 000031AD03 @

1.1 (Descripton Jest tem

Related Voucher 00000043
Packing Slip

=

Fund Appropriation

3000 @, FYnis @, 10000Q, 44100

First &' 10f2'} Last

4[]

Find | View Al

One Asset

Personalize | Find | View All | | 8 Fist ¢ 1081 Last

Dept Account Program Bﬂﬁr Product

G, 37000000004, 7300000 @, a  a Q

SIAR
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Training Exercise: Enter an Adjustment Voucher

This Training Exercise will review how to enter an
Adjustment Voucher in PeopleSoft. Refer to the
separate data worksheet for all necessary data.

45 ~SIAR
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Training Exercise: Debrief

1. What is the purpose of an Adjustment Voucher?

2. How is an Adjustment Voucher different from a
Reversal Voucher?

3. What is the name of the page where users enter
adjustment lines needed for an adjustment?



Summary: Enter an Adjustment Voucher

Now that you have completed the Performing
Adjustments lesson, you should be able to:

 Determine when Voucher adjustments are necessary

 Take the appropriate steps to make necessary
adjustments

a7 ~SIAR
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Posting a Voucher

Overview:

The Voucher Posting process creates accounting entries from
Vouchers. The system uses preset inheritance rules to identify the
offset accounts needed to create accounting entries. These accounting
entries are then made available for generating general ledger journals.
Vouchers do not have to be approved for accounting entries to be

created. However, they must be approved and posted before they can
be sent to the general ledger.



Posting a Voucher

Voucher Processing

}'Cﬂ R AP - Voucher Processing

PeopleSaft
Run Youcher Post
= Pracess
o]
A
A
u
]
o]
=
o
o
<
g bosting Errors? —No GL= Jum.'nal . AP = Pament End
o Generatian Pracessing
10
<

View/Resalve
Pasting Errors

49 ~SIAR

PROJECT



Posting a Voucher

Voucher Processing:
* Vouchers are edited and budget checked online during
voucher entry.

* Vouchers are approved after online editing and budget
checking. Further processing will ensue after approvals.

50 ~SIAR
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Posting a Voucher

Multiple Vouchers can be posted at once according to:
* Business Unit

* Origin

* Control group

* Voucher

51 ~STAR
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Posting a Voucher

In order for a Voucher to be posted, it must meet the following
criteria:

* Passed all validations including Combination Editing

* Valid upon Budget Check

* Valid Matching

52 ~SIAR
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Posting a Voucher

Vouchers can be posted in one of three ways:
* Automatically assuming the voucher has met all posting
requirements

 Through the Voucher Build Request Page

* Through the Invoice Information Page

53 ~SIAR
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Posting a Voucher

Voucher Build Request page

54

Voucher Posting Request

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Add a New Value

Search Critena

[Hun Control 1D} begins with ¥ |

Case Sensitive

l search | Clear |Basic Search @@]Eaveﬁearchcnteria

Find an Existing Value | Add a New Value

SIAR
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Posting a Voucher

Voucher Build

Voucher Build || Process Messages || Build Errors

Report Manager ~ Process Monitor 9

Run Control ID 1

Run Control Options

3 (Em=)

4‘ Description)Test Run Control |
From Date [ ) Assign Invoice ID
5 To Date El @ Assign Invoice Date

5[ *Process Option] Process All Units v
Autopilot Run Control

*Voucher Sources| All (Unrestricted) v

7

Selection Parameters Personalize | Find | 2 | & First ' 1 0f1 &' Last

Business Unit~

k!
gnterfaces Personalize | Find | ED | i First'&' 10f1 &' Last
Publish Voucher Messages

l *Voucher Build Interfaces l *Contract Voucher Action
v =

[All Interfaces v ] [Build Voucher

[5]Save ||[@h Returnto Search ||[=] Notify ||#3 Refresh Ey Add Update/Display

oucher Build | Process Messages | Build Errors

SIAR
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Posting a Voucher

Voucher page

Voucher

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
1

| Find an Existing Value )| Keyword Search || Adda New Value

Search Criteria

Business Unit: - ¥ @,
Voucher ID: begins with
Invoice Number: begins with
Invoice Date: = v El
Short Supplier Name:| pegins with
Supplier ID: begins with @,
Supplier Name: begins with -
Voucher Style: = ¥ r
Related Voucher: begins with
Entry Status: - T ¥
Voucher Source: - v ¥
Incomplete Voucher: | = ] ]

Case Sensitive

Search Clear |Basic Search @3] Save Search Criteria

—
56 ~SIAR
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Posting a Voucher

Voucher Search Results

Search Results
View All First y) 1400f40 1
it imkeNomner TSSO Do Name T SuplerD  SuppierNane S Vowher  Saus  Souce  Voucher
37000 00000041 ACHPMT 600 G600 01/26/2015 HUMAN RESC-001 0000000254 HUMAN RESOURCES DEVELOPMENT PRESS Regular  (blank) Postable  Online Complete
37000 00000040 Change90DUP 30 a0 01/22/2015 GRAEBEL C0O-001 000DDD00GT GRAEBEL COMPANIES INC Regular  (blank) Postable  Online Complete
37000 00000039 90DUP a0 a0 01/22/2015 GRAEBEL CO-001 000DDD0O0GT GRAEBEL COMPANIES INC Regular  (blank) Postable  Cnling Complete
3700 00000038 testcontrolgroups2 40 40 01/13/2015 EXCELLUS H-001 0000000018 EXCELLUS HEALTH PLAN, INC. Regular  (blank) Postable  Online Complete
aroon (0000037 testcontrolgroupsi 20 20 01/08/2015 AMERICAN L-001 0000000098 AMERICAN LITHOGRAPHY & Regular  (blank) Postable  COnline Complete
37000 00000035 MultiPayee 120 120 01/20/2014 APEX-001 0000000048 True Value Hardware Regular  (blank) Postable Online Complete
aroon 00000034 HandImess 100 100 01/20/2015 INTERNATIO-001 0000000024 INTERNATIONAL RETIREMENT RES Regular  (blank) Postable  COnline Complete
?gﬂﬂ 00000033 ZeraDollar 0 ] 01/20/2015 INTERNATIC-001 0000000024 INTERNATIONAL RETIREMENT RES Regular  (blank) Postable  Online Complete
il 00000032 M25 il a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Reqular  (blank) Postable  Cnline Complete
k7000 00000031 M24 ] a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  iblank) Postable  Online Complete |
3roon 00000030 M23 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Cnline Complete
37000 00000029 M22 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
3roon 00000028 M21 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Cnline Complete
37000 00000027 M20 il a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
37000 00000026 M19 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Cnline Complete
3roon 00000025 M18 | a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
37000 00000024 M17 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  COnline Complete
3roon 00000023 M16 A0 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
37000 00000022 M15 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  COnline Complete
3roon 00000021 M14 A0 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Reqular  (blank) Postable  Online Complete
37000 00000020 M13 A0 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  iblank) Postable  Online Complete
37000 00000019 mi2 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
37000 00000018 M11 A0 a0 01/20/2015 ACCENT LEA-D01 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Cnling Complete
3700 00000017 M10 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
37000 00000016 M9 A0 a0 01/20/2015 ACCENT LEA-D01 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Cnling Complete
3700 00000014 M8 50 a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Online Complete
3roon 00000014 M7 Al a0 01/20/2015 ACCENT LEA-001 0000000028 ACCENT LEARNING & CONSULTING Regular  (blank) Postable  Cnline Complete
—
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Posting a Voucher

Invoice Information Page

I
Summary || Related Documents [ Invoice Information ] Payments || “oucher Attributes || Error Summary
Business Unit 37000 Invoice No ACHPMT Invoice Total Maon Merchandise Summary
Voucher ID 00000041 Accounting Date 01/27/2015 Bl Line Total £00.00 Session Defaults
Voucher Style RegularVoucher *Pay Terms 230 @, M Schd23Days *Currency Usoa Comments(0)
Invoice Date 01/26/2015 E Basis Date Type Inv Date Miscellaneous = Attachments (D)
Invoice Received EJ Freight ﬁ Template List
Advanced Supplier Search
HUMAN RESOURCES DEVELOPMENT PRESS R
review Approva
Supplier ID 0000000254 @ Total 600.00 Suopler Hierarch
’ Difference 0.00 Supplier Hierarchy
ShortName HUMAN RESC-001@,
Location MAIN @,
*Address ! @,
Vi
Save 3 A Run Calculate Print Submit Approval
Copy From Source Document
Invoice Lines (2 Find | View Al First'd' 10f1 2/ Last
Line 1 [ copy Down speedChart A One Asset +/E
*Distribute by | Amount v Ship To D00031ADO8 Q Wark Order
ltem 3, Description ACH ADVICE TESTE
Quantity Packing Slip
UoMm @,
Unit Price
Line Amount 600.00
Calculate
-
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Instructor Demonstration: Posting a Voucher

Your instructor will show you how to post a voucher in
PeopleSoft while you follow along.
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Instructor Demonstration: Debrief

1. Name two of the requirements that must be
satisfied before a voucher can be posted.

2. What is combination editing?
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Training Exercise: Posting a Voucher

This Training Exercise will review how to post a
voucher in PeopleSoft. Refer to the separate data
worksheet for all necessary data.
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Training Exercise: Debrief

1. What is the purpose of the Journal Generator
process?

2. What fields can be changed after a Voucher has
been posted?

3. Besides using the Voucher Build Request page and
the Voucher page, how else can a voucher be
posted?



Summary: Posting a Voucher

Now that you have completed the Posting a Voucher
lesson, you should be able to:
* Post a Voucher in PeopleSoft so that transactions
can be properly tracked.




Unposting a Voucher

Overview:

PeopleSoft Payables enables the user to unpost Vouchers,
meaning that the user can re-open a posted (not paid) voucher
and back out the accounting entries initially made to accrue the
liability. To be eligible for unposting, a voucher must first be
posted, and approval and payment status cannot be a factor.



Unposting a Voucher

Unpost Voucher Page

Favorites » ~ Main Menu v > Accounts Payable »> Vouchers »» Add/Update »> UnPost Vioucher

l\ L Welcome TrainUser09 Logged on PFNTRN Al « Search % | Advanced Search

Voucher UnPost

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Search Crteria

1 =y | Q
2 |[Voucher ID begins with ¥
Invoice Number: beginswith
Short Supplier Name: | begins with
Supplier ID: begins with ¥ @,
Supplier Name: begins with ¥
Voucher Style: = Y ¥
Case Sensitive
3 Search Clear |Basic Search @E] Save Search Criteria
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Unposting a Voucher

Unpost Voucher Page

UnPost Voucher Woucher Details
Business Unit 27000 Voucher 00000015
Supplier

Supplier ID 0000000025 ACCENT LEARMIMNG & COMSULTIMG

Short Name ACCEMNT LEA-00

“Wouc her Information

Invoice RS Origin OML
Date O01/202015 Group
Gross Amount 5000 uwsD
U pdate “ouc her Reversal Accounting Date

= Business Unit Default
=*Accounting Date 01,/21/2015 Use Current Date

Use Specific Date

Accounting Date |

i Unpost

[+ Return to Search =] Motify

UnFost“aoucher | “oucher Details
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Unposting a Voucher

Unpost Voucher Page

essage

Warning — Proceed with Process? (703013}

Press OK to continue with the process. Press Cancel if you do not wish to proceed.

5 CK Cancel
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Instructor Demonstration: Unposting a Voucher

Your instructor will show you how to unpost a voucher
in PeopleSoft while you follow along.
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Instructor Demonstration: Debrief

1. What conditions must be met in order for a voucher
to be unposted?

2. How long does it take a voucher to become
unposted after the user hits the unpost button?

3. What is the purpose of unposting vouchers?
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Summary: Unposting a Voucher

Now that you have completed the Unposting a
Voucher lesson, you should be able to:

 Unpost a Voucher in PeopleSoft for the purpose of
correcting it

L‘r -



Closing a Voucher

Overview:

The user may close Vouchers when they want the remaining liability to
be "written off" the supplier balance and the Voucher to be marked as
complete. To close a Voucher, the Voucher must be posted, not

selected for payment, and not fully paid. Saving a voucher for closure
is irreversible.
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Closing a Voucher

Close Voucher Page

Voucher Close

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Crtena

1 = | 2
2 |Moucher ID: begins with v [NEXT
Invoice Number: begins with ¥
Short Supplier Name: | begins with v
Supplier ID: begins with
Supplier Name: begins with
Close Status Indicator: | = v v
Case Sensitive
3 Search Clear |Basic Search @3} Save Search Criteria
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Closing a Voucher

Close Voucher Page

Favorites + Main Menu ~ > Accounts Payable v > Vouchers v > Add/Update v > Close Voucher

L Welcome AGENCY_AP_PROCESSOR Logged on PFNTRN

Close Voucher Voucher Details

Business Unit 50500 Voucher 00000008

Supplier

Supplier 0000000028 ACCENT LEARNING & CONSULTING
Short Name ACCENT LEA-001

Voucher Information

Invoice 12345 Origin ONL Header Budget Status Valid
Date 12/01/2014 Group Non-Prorated Budget Status Valid
Gross Amount 100.00 USD Entry Status Postable
Related Voucher Close Status Open
Process Manual Close 4
Manual Close Date (] Mark Voucher for Closure}

5

[5] Save | [@h Returnto Search | [=] Notify
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Instructor Demonstration: Closing a Voucher

Your instructor will show you how to close a voucher
in PeopleSoft while you follow along.
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Instructor Demonstration: Debrief

1. What is the purpose of closing a voucher?

2. What are the conditions that need to be met in
order to close a voucher?

3. Is it possible to undo marking a voucher for
closure?
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Summary: Closing a Voucher

Now that you have completed the Closing a Voucher
lesson, you should be able to:

 Determine when to close a Voucher and take
appropriate steps to close the Voucher.

L‘r -



Module 1: Summary

Now that you have completed the Advanced Voucher

Processing module, you should be able to:
 Upload a Voucher within PeopleSoft.

e Delete Vouchers in bulk within PeopleSoft.

* Create a Reversal Voucher to correct errors.

e Enter an Adjustment Voucher as needed.

e Post a Voucher within PeopleSoft.

* Unpost a Voucher in order to make appropriate adjustments.
* Close a Voucher at the end of the Voucher process.

- g -
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FIN302: Advanced Voucher Processing

Accounts Payable
Workflow

» Objectives

» Key Terms

» Lesson One: Accounts Payable Workflow
» Summary
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Module 2: Objectives

After completing this module, the user will be able to:

-

e )

FIN302: Advanced Voucher Processing

* Describe the Accounts Payable Workflow in
PeopleSoft.
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Module 2: Key Terms

Z;“-“«_ Parallel Approval A non-sequential approval process.
:‘Qz A sequential approval process. One user must approve a voucher
™ Serial Approval : PP PrOSESs. FMEBCERE
before the next approver in line can review it.
A process that involves multiple users and the routing of data
Workflow P P &
between those users.
) Prioritized lists of the work items that a person (or group of
Worklist P (or group
. people) has to do.

FIN302: Advanced Voucher Processin -
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Accounts Payable Workflow

Overview:

Vouchers can be routed to approvers based on criteria such as origins
or business unit. The approving user can review, deny, or approve
Vouchers. If the Voucher is successfully matched to a purchase order,
it is available for payment. Otherwise, it requires correction. During
the approval process, approvers can add other approvers or reviewers
to the current or a later stage of the approval process. This action is
called ad hoc approval.



Accounts Payable Workflow

AP Voucher Approval

82
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Accounts Payable Workflow

AP Voucher Approval(Cont.)
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Accounts Payable Workflow

The Worklist lists all transactions that have been routed to the approver. Clicking on
the voucher under the Link column opens the approval page for the voucher that
was selected and the user can take appropriate action on a voucher.

Worklist
Worklist for AGENCY_AP_PROCESSOR: AGENCY AP PROCESSCR
Worklist Filters A Feed
Worklist ltems Personalize | Find | View Al |2 [ B First ¢ 125028 ' Last
From Date From Work ltem Worked By Activity Priority Link
VoucherApproval, 86,
i VoucherApproval, 1901-01-01. N. 0.
AGEMCY AP Transaction
0112112015 Approval Workflow Flow » [BUSINESS UNIT.37000 Mark Worked
APPROVER 1 Approved PP VOUCHER 1D:00000035
RDCAQDR,
VoucherApproval, 80,
; VoucherApproval, 1901-01-01, N, 0
AGEMNCY AP Transaction
0112112015 Approval Workflow Flow BUSINESS UNIT:37000 Mark Worked
APPROVER 1 Approved o VOUCHER 1D:00000034
RDCAQR
VoucherApproval, 79,
' VoucherApproval, 1901-01-01. N. 0,
AGENCY AP Transaction . .
APPROVER 1 012112015 Approved Approval Workflow Flow - %%3 Mark Warked
RDCADR
VoucherApproval, 85,
' WoucherApproval, 1901-01-01. N. 0,
AGEMNCY AP Transaction
0112112015 Approval Workflow Flow » BUSINESS UNIT:37000 Mark Worked
APPROVER 1 Approved & VOUCHER 1D:00000032
RDCAQR
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Accounts Payable Workflow

Voucher Approval Page

Approval Line Information Charge Information
Business Unit 37000 Invoice HNumber 01202015
Voucher 00000001 Supplier CHANGE & INNOVATION AGENCY
Invoice Date 01/12/2015 ID 0000000021

Voucher Details

Transaction Currency 2D Terms Sched 23 Days
Total 60.00 Approval Status Pending
Misc Amt 0.00
Freight 0.00 Added By AGEMNCY_AP_PROCESSOR
Sales Tax 000 AGEMCY AP PROCESS0OR
Use Tax 000 Attachments (0)

Entered VAT 0.00

Details Personalize | Find | View All | 2 | &8 First'4' 1 of 1'% Last
Remit Setll |Remit Supplier |Remitting Address gz:eduled to Gross Amt Currency Supplier Har
SHARE 0oaooo0021 Femitting Address 020412015 60.00UED CHAMNGE &
1| ] 3
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Learning Checkpoint

Use the training materials, job aids, and UPKs to
answer the questions below. The questions will gauge
your knowledge of the AP Approval Workflow Process.

1. With the exception of preapproved vouchers, how
many levels of approval are automatically required
for vouchers entered into PeopleSoft?

2. Describe the workflow process.

3. What s a worklist?



Summary: Accounts Payable Workflow
| |

Now that you have completed the Accounts Payable
Workflow lesson, you should be able to:
 Describe the AP Workflow process and how it’s
used to handle voucher processing in PeopleSoft.

L‘r -



Module 2: Summary
. : T

Now that you have completed the Advanced Voucher
Processing module, you should be able to:

* Describe the Accounts Payable Workflow.

L‘r -



FIN302: Advanced Voucher Processing

Course Summary

» Objectives Achieved
> Next Steps

» Additional Resources
» Additional Questions
» Course Survey
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Objectives Achieved

Congratulations! You have completed the Advanced

Voucher Processing course and should now be able to:
 Upload a Voucher within PeopleSoft.

* Delete Vouchers in bulk within PeopleSoft.

* Create a Reversal Voucher to correct errors.

 Enter an Adjustment Voucher as needed.

e Post a Voucher within PeopleSoft.

 Unpost a Voucher in order to make appropriate adjustments.

I » Close a Voucher at the end of the Voucher process.

' Describe the Accounts Payable Workflow in PeopleSoft




Now that you have completed the course, make sure
that you complete the following tasks:

e Course assessment
 Course evaluation
* Log off your workstation




Additional Resources

—— e ST T ; ~oo " F 7
o T s -~ = _—— ;
TS S ST Tasmt

. %=% The following resources are available to increase your
W understanding of the lessons covered in this course:

% 2%+ STAR User Productivity Kits
%5 ¢ STARJob Aids

For additional Information:
e STAR Project Website: starproject.wi.gov
\ * STAR Intranet: http://starconnection.wi.gov/Team
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http://starproject.wi.gov/Home
http://starconnection.wi.gov/Team

Additional Questions




